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COMSC NOTICE 1053 
 
Subj:  DISMISSAL OR CLOSURE PROCEDURES FOR FEDERA
       WITHIN THE WASHINGTON, DC AREA            
 

 Ref:   (a) OPM MEMORANDUM OF 4 Dec 03 
        (b) MSC Mission Continuity Plan Handbook O
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3.  Policy 
 
    a.  All personnel will understand the meaning
OPM announcements: 
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supervisors if they plan to take leave.  If an employee fails to 
report for work and doesn’t inform their supervisor of their plans 
to take leave, the supervisor may charge the employee with 
Unauthorized Absence (UA). 
 
        (3) “Federal agencies in the Washington, DC area are OPEN 
under a DELAYED ARRIVAL policy”- OPM will decide the number of 
hours allowed for late arrival on a case-by-case basis. 
Employees who arrive for work later than the specified number of 
hours announced by OPM through the media will be charged annual 
leave or Leave With Out Pay (LWOP) for the additional period of 
absence from work.   
 
        (4) “Federal agencies in the Washington, DC area are OPEN 
under a DELAYED ARRIVAL/UNSCHEDULED LEAVE policy” – The specific 
number of hours established by OPM will be announced by the local 
news in the delayed arrival announcement.  Employees who arrive for 
work later than the specified number of hours announced by OPM 
through the media will be charged annual leave or leave without pay 
for the additional period of absence from work.  Employees who 
cannot report for work may take unscheduled leave without prior 
approval.  Employees must inform their supervisors if they plan to 
take leave.  Employees will be charged leave for the entire day. 
 
        (5) “Federal agencies are CLOSED” – Only emergency 
employees are expected to report to work on time.  Employees who 
are on approved leave before the closure must be granted excused 
absence.  This does not apply to employees on LWOP, military leave, 
suspension, or in a nonpayer status.  Employees on alternative work 
schedules (AWS) are not entitled to another AWS day off “in lieu” 
of the workday on which the agency is closed. 
 
        (6) “Federal agencies in the Washington, DC area are 
operating under an EARLY DISMISSAL policy” – Employees should be 
dismissed by their agencies relative to their normal departure 
times from work.  For example:  If a three-hour “early dismissal” 
policy is announced, employees who normally leave their offices at 
5:00 p.m. should leave at 2:00 p.m.  Employees who leave work 
earlier than their official dismissal time will be charged annual 
leave or leave without pay from the time of departure through the 
remainder of their scheduled workday.  Employees on pre-approved 
leave will be charged leave for the entire day. 
 
    b.  In cases when the Federal Government is OPEN, but employees 
are unavoidably delayed in arriving for work, agencies may grant a 
reasonable amount of excused absence to those employees.  In 
determining the amount of excused absence to grant, take into 
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consideration distance, availability and mode of transportation, 
and the success of other employees in similar situations. 
 
    c.  Military personnel are subject to duty watches, which may 
require their presence beyond a normal workday.  If not on watch or 
in a duty status, military personnel may be granted liberty when an 
unscheduled leave policy is announced. 
 
    d.  In all cases, onboard personnel, both civilian and  
military, will join to share the workload, ensuring the operational 
capability of the command is not diminished.   
 
4.  Responsibilities 
 
    a.  Program Managers, Special Assistants, and Directors: 
 
       (1) Must designate those military and civilian employees who 
are emergency employees.   
 
       (2) Notify each military and civilian employee in writing of 
his/her designation as “emergency employee” and the requirement of 
that designation.   
 
       (3) Maintain a current list of those employees designated as 
“emergency employees” and post them under “Emergency Employees”, T 
drive, NOERASE, N1 folder.  
 
     b.  All MSC employees, both military and civilian, are 
responsible for the contents of this notice.  
 
5.  Information on emergency situations not listed in paragraph 1 
of this COMSCNOTE, can be obtained by reviewing reference (b), 
located on the MSC Intranet at https://intranet.msc.navy.mil.   
 
6.  If you have any questions concerning the above policies and 
procedures, contact Viki Egan at 685-0725 or Yvonne Hunter at 685-
0727.  OPM has added to its web page at www.opm.gov latest 
information on “DC Area Federal Government Operation Status”. 
 
    

    /S/ 
   M. L. SEIFERT 
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